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There are three different methods that can be used to view Annual Reports and Annual Report 
Extensions. 

OPTION 1 

 
1. Open EFIS. Login is not required. 
2. From the ‘Welcome’ screen, click the ‘Resources’ menu option. 
3. Select the ‘Annual Report’ link to continue to the ‘Annual Report Search’ screen.   

 

 
 
On the ‘Annual Report Search’ screen, select or input any of the following to narrow the search: 
 

4. Beside ‘Utility Type’, select the applicable utility type from the drop-down list. 
5. Beside ‘Utility Subtype’, select the applicable utility subtype from the drop-down list. 
6. Beside ‘Company Name’, select the applicable company from the drop-down list. 
7. Beside ‘Annual Report Calendar Year’, input the reporting year.   

- To view all of the Annual Report or Extension Request records in EFIS for a specific 
company, select the ‘Utility Type’ and the ‘Company Name’.  In the ‘Annual Report 
Calendar Year’ field, leave it blank and select the radio button for ‘All’. 

 
8. Select the applicable radio button for ‘Received’ or ‘Not Received’, 
9. Click the ‘Search’ button to continue to the ‘Annual Report Result’ screen. 
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10. On the ‘Annual Report Result’ screen, under ‘Tracking No.’, select the applicable tracking 

number link to open the ‘Tracking Sheet – Internet Explorer’ window. 
 

 
11. On the ‘Tracking Sheet – Internet Explorer’ screen, under ‘Item No.’, select the applicable item to 

view in the ’Electronic Document – Internet Explorer’ window. 
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12. The ‘Electronic Document – Internet Explorer’ is a split screen. The document links are on the left 

side.  The submission summary screen (parent page) and document will display on the right side 
once selected. 

 

 
 

OPTION 2 
 

1. Login to EFIS. 
2. From the ‘Welcome’ screen, click the ‘Resources’ menu. 
3. Select the ‘Non-Case Related Query’ link to continue to the ‘Non-Case Related Search’ screen. 
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On the ‘Non-Case Related Search’ screen, select or input any of the following to narrow the search: 
4. Beside ‘From Date’ and ‘To Date’, input or select from the calendar icon the date range. 
5. Ensure the radio button in front of ‘Non-Case Related’ is selected. 
6. Beside ‘Type of Submission’, select ‘Annual Report (MO PSC)’ or ‘Annual Report (MO PSC) 

Extension Request’ from the drop-down list. 
7. Beside ‘Tracking No.’, input the applicable tracking number. 
8. Beside ‘Utility Type’, select the applicable utility type from the drop-down list. 
9. Beside ‘Company Name’, select the applicable company from the drop-down list. 
10. Beside ‘Date of Report’, input or select from the calendar icon the applicable date. 
11. Beside ‘Reporting Year’, input the applicable reporting year.   
12. Click the ‘Search’ button to continue to the ‘Non-Case Related Search Results’ screen. 

 

 
 

13. On the ‘Non-Case Related Search Results’ screen, under ‘Tracking No.’, select the applicable 
tracking number link to open the ‘Tracking Sheet – Internet Explorer’ window. 
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14. On the ‘Tracking Sheet – Internet Explorer’ screen, under ‘Item No.’, select the applicable item to 
view in the ’Electronic Document – Internet Explorer’ window. 

 

 
 

15. The ‘Electronic Document – Internet Explorer’ is a split screen. The document links are on the left 
side.  The submission summary screen (parent page) and document will display on the right side 
once selected. 
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OPTION 3 
 
The user must know the submission tracking number(s) to use this option. 
 

1. Login to EFIS. 
2. From the ‘Welcome’ screen, click the ‘Filing/Submission’ menu option. 
3. Select the ‘Non-Case Related Tracking Sheet’ link to continue to the ‘Tracking Sheet’ screen. 

 

 
4. On the ‘Tracking Sheet Screen’, beside ‘Tracking No.’, input the applicable tracking number and 

click out of the field or push the ‘Tab’ key. 
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5. Under ‘Item No.’, select the applicable item to view in the ’Electronic Document – Internet 
Explorer’ window. 

 

 
 

6. The ‘Electronic Document – Internet Explorer’ is a split screen. The document links are on the left 
side.  The submission summary screen (parent page) and document will display on the right side 
once selected. 

 

 
 
 
For additional assistance, please contact the Data Center at 573-751-7496 (local to Jefferson City, MO) 
or datacenter@psc.mo.gov. 
 
 


